Appendix I: Accessing the CRM

Process for Activating Users

There is a two-point approval process for accessing the CRM. To access the BHDDA CRM, a user must
have a MiLogin Account, using the same email address (must be an agency email address.) If the user
has an existing MiLogin Account, this account may be used to login and request access.

BHDDA CRM Authorization Process

An IT System Administrator will contact BHDDA Administrators via email indicating the first and last
name, position title, email, and phone number for the individual who requires access to the CRM.

e Send emails to: MDHHS-MIiCALLogin@michigan.gov

MiLogin Registration and Login to the CRM Instructions
Job Aid — Milogin Self-Registration

Introduction
This job aid provides step-by-step instructions for MiLogin Self-Registration, which will enable users to
log into both the BHDDA CRM practice environment and production environments.
e Production Environment — “Live Environment” to be used to complete day-to-day operational
tasks.
e Please see Job Aid Log-In Instructions_Training Environment for instructions on how to access
the Practice Environment. This process is also outlined at the end of Appendix 1 after
instructions on obtaining access to the live environment.

Milogin is the state of Michigan Identity Management solution that allows users the ability to access
many state services and systems online, across multiple departments, using a single user ID and
password. Businesses and organizations will use MilLogin for Third Parties.

There are also extensive self-service capabilities to help with online password resets and profile
updates. To leverage these capabilities, users are encouraged to provide accurate contact
information during the registration process.

MiLogin Password and Account Management

Forgot Password:
Use the ‘Forgot Your Password?’ link on the MiLogin Home page to initiate the password reset.

Forgot User ID:
Use the ‘Forgot your User ID?’ link on the MiLogin Home page to retrieve User ID.

Account Locked:
If your MiLogin account has been locked, it will automatically be unlocked after 30 minutes.
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* Skip Steps 1 through 4 if you have an existing MiLogin account

Step 1
Navigate to the MilLogin Third Party portal located at https://MilLogintp.michigan.gov/. Click ‘Sign Up’.
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Step 2
On the following page, complete all required information.
1. Enter your CMHSP/PIHP email address.
o Email address must be an official work email address for approval
2. The system will ask a verification question
3. Click the ‘1 agree to the terms & conditions’ checkbox and click “Next”.

*First Name Middle Initial *Last Name Suffix
* Email Address *Confirm Email Address
By providing an e-mail address, a new PIN can be sent to you to help with resetting a forgotten password
*Work Phona Number Mabila Number
By providing a mobile number, a text message can be sent to you to
help with resetting a forgetien password

*Verification Question: Bee, chin, ankle, leg and dog: how many body parts in the list?

m | agree to the terms & fonditlonsl
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Step 3
Complete all required information and click ‘Create Account’. Select desired ‘Security Option’; the
‘Text/SMS’ option is recommended.

Create Your Account (4] O P

Security Setup

*Security Options
0 &
= Pl

b Dot o

Step 4

You will receive an email that contains the following: “This is to confirm that your request for online
account creation has been submitted successfully. Your User ID is xxxxxxxxx.”

Step 5
Return to the Milogin Third Party Portal: https://milogintp.michigan.gov/
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Step 6
Click ‘Request Access’ and enter ‘Michigan Crisis and Access Line’ in the search application. The
application will appear in the drop-down menu. This will give you access to the Live Environment.

*Note: Access to the Training Environment must also be requested, see instructions at the start of the
next section.

Request Access

Search Application

Search far an application with a keyward or select an agency to view its applications

Michigan Crisis and Access Line Q

Michigan Crisis and Access Line

Step 7
A pop-up window will appear. Click ‘Acknowledge/Agree’.

Michigan Crists and Access Line

Termvr & Cordd mavs
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Step 8
Complete the required information section and click ‘Submit’.

Request Access o

W Saach
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Additional Information
Provde Tollpveng informatson (o subms your ecuess requst

*Email Addrass

*Work Phone Number

. -

Step 9
A confirmation notification will appear.

MiLogin for Third Party

&) REQUEST ACCESS 3 UPDATE PROFILE @, SECURITY OPTIONS © CHANGE PASSWORD

(2] 3

Additicnal Confinmaticn
Infarmarian

& LOoGOuT

Request Access L1

 Search
Application

Confirmation

v Additional Confirmation
Information

 Success

The request for your access has been successfully submitted.

You will see the updated list of application(s) on your home page once it is processed.
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Step 10
Once your request is approved, you will receive a notification email.

Step 11
Use your login credentials to access the MilLogin Third Party Portal: https://MilLogintp.michigan.gov/.

Step 12
From your Account Home Page, click on the link to access the Michigan Crisis and Access Line

MiLogin for Third Party

# HOME {H REQUEST ACCESS E8 UPDATE PROFILE & SECURITY OPTIONS © CHANGE PASSWORD ® LOGOUT

Home Page of I

E Your password will expire in @ days

Access your applications by clicking on the application links below

@ Michigan Department of Health & Human Services (MDHHS)

I Michigan Crisis and Access Line I
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Step 13
Accept the Terms and Conditions

Terms & Conditions

Michigan Crisis and Access Line

Terms & Conditions

The Michigan Department of Health & Human Services (MDHHS) computer information
system (systems) are the property of the State Of Michigan and subject to state and
federal laws, rules and regulations. The systems are intended for use only by authorized
persons and only for official state business. Systems users are prohibited from using any
assigned or entrusted access control mechanisms for any purposes other than those
required to perform authorized data exchange with MDHHS. Logon IDs and passwords
are never to be shared. Systems users must not disclose any confidential, restricted or
sensitive data to unauthorized persons. Systems users will only access information on
the systems for which they have authorization. Systems users will not use MDHHS
systems for commercial or partisan political purposes. Following industry standards,
systems users must securely maintain any information downloaded, printed, or removed
in any format from the systems. When no longer needed, this information must be
destroyed in an appropriate manner specific to the format type. All users of the systems
give their expressed consent to the monitoring of their activities on the systems. If such
monitoring reveals possible evidence of unauthorized or criminal activity, the evidence
may be provided to administrative or law enforcement officials for disciplinary action
and/or prosecution. By accessing information provided by the Michigan Department of
Health & Human Services computer information systems and clicking on the button

CANCEL Acknowledge/Agree

Step 14
Select your preferred method of Multifactor Authentication

MiLogin for Third Party

# HOME

MILogin Multifactor Authentication (MFA)

Hello I

Please select one of the following options to proceed with additional required authentication.

* Required

¢ Phone Call Back You will get a call on your work phone number XXX-;
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Step 15
Enter a passcode and click ‘Submit’.

MiLogin for Third Party

MiLogin Multifactor Authentication (MFA)

Enter Passcode

Step 16
The BHDDA CRM home page will automatically appear in a new tab.

& mcuatnp-mcal-prod.cs32.force.com/partnerportal/s/

i ( A L Inquiries Reports Accounts

Mickigan Crisis and Access Line

Account
Pascal
Phone 1 Email Certification Status
1234567890 oatleyd@michigan.gov Provisionally Certified
Details Certification Services  Crisis Services  Other Services  Related Contact More
Filters: All time + All activities « All D £
Name Agency Number types
Pascal 12345 Refresh « Expand All + View All
Site Name Agency@
Pascal Kaiser Institute Vv Upcoming & Overdue
AKA(Also Known As) Name(s) Agency Status No next steps.
b Active To get things moving, add a task or set up a meeting.
Type Agency Description v April+2021 This Month
ttpsy//meuatnp-mcal-prod.cs32 force.com/p: portal/s/detail, H3v2EAD .
| o
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Training Environment Access Request Instructions

Step 1
Use your login credentials to access the MilLogin Third Party Portal: https://MilLogintpga.michigan.gov/.

Step 2
Click on ‘Request Access’ from the menu at the top of your Home Page

MiLogin for Third Party

# HOME &) REQUEST ACCESS E8 UPDATE PROFILE @, SECURITY OPTIONS @ CHANGE PASSWORD ® LOGOUT

Home Page of [

& Your password will expire in @ days

Access your applications by clicking on the application links below

Michigan Department of Health & Human Services (MDHHS)

Michigan Crisis and Access Line

Step 3
Enter ‘Michigan Crisis and Access Line — Training’ in the search application. The application will appear
in the drop-down menu. This will give you access to the Training Environment.

MiLogin for Third Party

# HOME &5 REQUEST ACCESS ER UPDATE PROFILE &, SECURITY OPTIONS ® CHANGE PASSWORD)

Request Access o

Search
Application

Search Application

Search for an application with a keyword or select an agency to view its applications

Michigan Cri| O\ -- Select Agencies -

Michigan Crisis and Access Line - Training
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Step 4
A pop-up window will appear. Click ‘Acknowledge/Agree’.

Michigan Crists and Access Line -

Terovr & Cordd mavs

Step 5
Complete the required information section and click ‘Submit’.

Request Access o o -

W Faach Agdditicnal Cnflnmatic
applcation Infarmation

Additional Information

* Email Address

*Work Phong Number

Created: November 23, 2021 Page 10 of 11
Revised: January 12, 2022



Step 6
A confirmation notification will appear.

MiLogin for Third Party

# HOME &) REQUEST ACCESS £ UPDATE PROFILE G, SECURITY OPTIONS © CHANGE PASSWORD & LoGouT

Request Access o 2 9
« Search  Additional Confirmation
Appiication Information
Confirmation |
v Success

The request for your access has been successfully submitted.

You will see the updated list of application(s) on your home page once it is processed

Step 7

Once your request is approved, you will receive a notification email. The Michigan Crisis and Access Line
Training Environment will now appear on your MiLogin Home Page. Follow Steps 12-16 from ‘MiLogin
Registration and Login to the CRM Instructions’ above to enter the Training Environment.
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